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C-3

C-29

C-30

X-ll
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Employee History Card

Bi-Weekly Time Report • (Daily Basis)

Overtime - Authorization and Time
Record (Posted to Biweekly Time
Report, C-29)

Daily Non-Attendance Report

Leave Request

Leave Card for Year

White - General Office

White - General Office

White - General Office

Blue - General Office

White - General Office

White - General Office

7 :PB-IO Payroll Exception Time Report White-Original to Central Payroll
White - General Office
White - General Office - Personnel

Retain, for 4 years after
separation from service,
then destroy

3 years, audit, destroy

3 years, audit, destroy

3 years, audit, destroy

3 years, audit, destroy

3 years, audit, destroy -
except last card prior to
termination of service whi
is to be retained for four
years or until audited,
whichever is later, then
destroy
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3 years, audit, destroy
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Payroll and Check Register* White - Printout from Central
Payroll

3 years, audit, destroy

L.
•Distribution of this record in
aper copy will be discontinued
)ctober 1971, except one printout
or Central Payroll and two for the
igency. The Register will be placed
n microfilm by the COM from magneti<f:
:ape. Microfilm copies will be dis-
xibuted to the Comptroller and
treasurer. Recommendation for dis-
position of microfilm will be made
it a later date by letter to be
,f fixed to this schedule.
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